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This iiistructional^lx)ok^ is cxie of a series prQ>ared by, the ^ 
Special Ctmnunity Service and Ccntinuing Education staff at Tekas ASM 
University. Its purpose is to introduce a diverse body of adult educa- 
tion prtxjran i planners to basic coalcepts • integral to and alternative 
strategies aRprcpriate for coariductir^ needs assesanents. h broad base 
of research and inf onnatipn ^relevant to practice ha6 been taf^)^* in ; 
the development of the series* ^ 

» 

. This series is not in it&^itial -fom^butAis^ rather '^in^develcp-. ^ 
ment" as pr^^ared for-one-on-one testing in conjunction with a collection 
Q£^_adu lt education prg^tit ign^s. Refinements are to be made sut^ 
quent to one-on-one, st611 .group and field testing. *. . • ' 

Recognition is givgn to those agencies and individuals have • - 

} / if ' * , ■ ' 

contributed to the 'development *df this series: 
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U.S. Office of Education /I?^)artrasnt of Health, Educatiai and 

Welfare, for providing- funding; 
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study applications: Mrn David It; ,ai3goya7'Mr. Robert Felder, ,^ . 
Ms, Alice FraijzkeA^.' Jon Johnson,- Sr^ Mar-ia*J. Leavy; Mr. Jose 
D. Leza, Lt* (ioi.- Jaites?V. Mahoaiey, Jr. hii-.' G..M. Milbam, Jr.,' 
C^. William J. Schran3c,, Ms. Lois Soefje and Mr. €3iarle^ Weichert. 
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of the project: Dr, Paulette Beatty, Project Oirector; Mr. Bill^ 

HaleJ Mrs. Michele Sabino, Mr. Walt Troutinan and Mrs. Audrey Tsui- 
Chan, ^ReWarch Associates ; and Mrs. Merle Rucker and Mrs.Hrenda 
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Sncw, Secretaries. /• ^ 

. - s , 

Project consultants fdr vailing collaboration in materials deveL^ 
inent and testing as veil as external evalmtion: Dr.^ Ernestine B. 
Boclair, Dr. Vfeyne L. Schroed^ apd Dr. Thanas J. Sork. ^ 



■t'" 



ERIC 



IXX 



5* 



Persons desirii^g additicml information about the instructional 
.booklets in this series please contact: * • . ' 

Dr. Paulette T, Beatty ^ . • • 
Mult. and Extension Education 

College of Education 

Texas PJSJj/L University 
Coll^ Station, Texas 77843 




/ 




1 — ■ ^ — ' ^ 



The -work presented ^rein w;fe performed pursuant to' a grant frcm 
|6he U.S. Office'rpf Education/ itepaart^^ Health, Education and 
Welfare (G0O7904214) • ^ Howev^, "the c^imcns expressed herein" do not 
necessarily reflect the ppsxtion, or policy of the U.S. Office of Edu- 
cation arid no official enijorsement by the U.S* j&fficfe of Education 
^shoulB be infeirred. J ^ " \^ M 



TABI£ CP (XNTENTS f \ . 

r * 

SERIES PREFACE ^. • • ii 



SmOUS FOR INSIKJCriGNMi SEIOES 



DEFINinCNS FOR INSTFDCTICNMi SERIES . ^ ' '3 

PURPOSE CF INSIHXJnCNMj SEEUES ' . . . * 7 

TRRGCT MJD^ENCE FOR INSTRDCTICNaL SERIES ..^ 8 

CCtTEEWr OF INSTRDCTICtlAL SERIES • • 9 

tJSE CF INSTRDCnCNAL SERIES „ ' 9 

BENEFITS CF INSTRLCTICNAL SERIES 10 



Introduc±ory Booklet contd. ^ . 2 

vdthin ther field are .Ignited both in nunnber and utility. Pr^tical 
guidelines for engagonent In the needs assessoent undertaking have 
, not been adequately specified. Thus, a specific process model (st strat- 
egy is not readily available Xp provide direction in detennining vdiat 
infomiation to collect, v*iere the iiifoimation is to be fcwnd, hew the 
information is to be gathered, hew the infonnatiai is to be processed 
and\hcw the infoimatioh is to be interpreted. Without such guidance, ' 
a valid an^ reliable basis for progrartming cahnot be assured. Second, 
a nunber of sources outside the field exist vtoch address the needs 
^ assessment process. Such sources, typically incorporate a level of 

specificity vMch do .provide adequate^ guidance for a practitioner in 
conducting a needs assesanoit. Hcws\^er, they are institution- or* 



ccnjtext-specific and; therefore, are built upon soro assurptions vAiich' 
are inappropriate given the 'diversified contexts, focuses and insti- ^ 
tutional settings within which adult education programming takes place. 
As, a consequence, though. they offer concrete and specific guidelines 
^ for conducting a, needs assessment frdn a particular institutional ^ 
> perspective, they are inadequate because their guidelines are not 
transferrable to. ^dult eduction settings. i 

A serious responsibility, exists within the field to address this ^ 
nfeeds assessment void, given its centrality and its significance . to 
the entire progi^m planning process and ultiinately to the quality 'of 
life of adults within our nation.' . ^ , 

Consequently, in response' to this challenge,, 1^ principal author 

of this s^ies- has ^j^lied herself over a several y^ar period, bcith cn 

■ ' . > / \ 

a £)?irt-time and on a full-time basis, to thfe-^resolution of this 
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vathin the field are Lpited both in nymber and utility • Pr^tical 

guidelines for engagement In the needs assesanent undertaking have 

. ' . . ' * * i, 

not been adequately specified. Thus, a specific process model Or strat- 
egy is not readily available ^ provide diirection in detemining what 
infonnatiai to collect, \diere the infoimation is to be found, hew the 
infonnation is to be gathered, hew the infonnation is to be processed 
and\hcw the infonnation is to be interpreted. Without such guidance, " 
a valid an^ reliable basis for progranming cahnot be assured. Second, 
a ntitiber of sources outside the field exist v^ch address the needs 
^ssessrosit process. Such sources, typically incorporate a level of 
specificity viMch do .provide adequate^ guidance for a practitione'r in 
conducting a needs assesanent. Hcv^e^ter, they are institution- or* 



ccnjtext-specific and; therefore, are built upon sonie assuinptions vMch* 
are inappropriate given the*div^sified ccnt^cts, focuses and insti- ^ 
tutional settings within which adult education pjroyrdiiiiung takes place, 
fts^a consecjUence, though, they offer concrete and specific guidelines 
for conducting a. needs assessment frda a particular institutional ^ 
perspective, they are inadequate because their gioidelines aie not 
transferrable to ^dult eduction settings. i ^ 

A serious responsibility exists within the field to address this ^ 
nfeeds assessment void, given its centrality and its significance. to 
the entire program planning process and ultimately to the quality* of 
life of adults within our nation.' » , 

COnsequehtly, in response' to this challenge,^ l^he principal author 
of this s^ies- has applied herself over a several y^ar period, bdth on 
a. p?irt-tijne' and on a full-time basis, to tl1fe'^r^solution of thi6 
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' critical problem of the field. The outoone of these research efforts 
was the developnent .of a needs assessment process model for use by 



adult education program planneiriS in vAiatever institutional ^ttings^ 
they find themselves. The next step in. £he resolution of Ajiis need 
void within the 'field was to "translate" this general process modfel 
fron its stylized and technical research mode into ,a^ set «of hands-on 
training materials. This is cutreritly being made possible through a 
grant fron the Special Conmunity Service and Contini^J^ Education 
Program of the'Departii>ent of Education, Through this grant, cur pro- 
ject is cc3tinissiGned to develcp these materials, test^ tfem out with 
diverse adult education progrartming professionals in Texas, progres- 
sively refine ..them and ultimately dissaainate - these materials natioi-* 

ally- . ' ' . ^ 

Definition^ fo3^ Instructional Series 

^ 4-^^ 

It is important to discuss the' central concepts which form the ^ 

foundation for tj^^^tire instructional series; namely, need and needs 

assessnent. 'Vfe will describe the meaning vMch we are applying to 

these terms and i^jpxxJuce you to the manner in vMch they will be 

employed in the booklets.' We will first discuss the term need, how 

it is cdtinonly used *and the restricted sense in which we will be ^using 

it» Then^/ we will discuss the term needs assessment, our definition 

' i - * • . ■ ' ' . . 

of needs assessment and ttie specific limitations vMch such a def initiori 
automatically carries with it* 

Need is a .tricky term because it is \Aed in so many different 
ways. People use it to describe presej^ problems wlth'vMch they^ are , 
faced, "The young pecple in our 'ccmmunity have a major need; their 
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unenplqyment rate is at 37%." People also use the term to describe a 
goal that they are trying to achieve. "Vfe need equal oppca±unity em- 
ployment in our ccivinunity." To further conrplicate the situation^ peo- 
pie speak of needs as organized actions to attain an end>. "Our con- 
^munity needs lcwK:6st day care centers to make it possible for young 
mottjers to enter the job markets" 

If we are to proceed 'togetjier in any discussion of the- needs 
assesanrtent process, it is iirperative that. we share la ccmrnan perception 
of how. the tem need is being used* As we define the term/ and as 

many planners are curroitly defining the term, need is not a ptSdIot, 

< ■* ' 

not a present degraded 'sittiatiorf; n^ed is not an end, not a future ^ 
/ . • . «^ , 

goal to be achieved; need is not a means, not a planned program to 

attain an end* Need is a discrepancy between vtiere. people ar^ and . 

where tiieyfwant ^to^ be >s)r v^iere soneoie else thinks they are and vdiere 

they ought to be. Need is the gap between a present 'condition and a ^ 

desired futnare condition. Further, the issue o^ vAio says^there is a . , 

need is a critical one and is fully. addressed in one of the booklets. 

• ^ If .this definition of need is applied to an assessnent process, 

then 'it follows that the needs assessment process is essentially a 

system Xoif identifying both the present situation and tlje level of . 

aspiration of select groups of people.* Further, if, with this iiifor7 

motion, discrepancies are .found to exist,* needs have been identified^ 

Simply expressed, needs assessment is a tool for decision makers. 

It is a systanatic process that provides the right infoimation at the 

right time to the right decision maker. 

1 Decision makers like yourselves » have other! tooJ.s at their ^sposal 
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'for enhancing tl)g quality of their decision-inaking. Two of 'these tools 
are especially iii?x>rtant; namely, the -creative ijituition and 'the prac- 

Th^T^ ic <=u3bstitute, in- 




'cl/iding needs assesa[i:oit, .for vtot intuition and experience bring to 

the decision-ipaking process. What needs assesstient can do catple- 

ment these resources. ..It cannot take.J±eir place. f 

The infonnatidn syston we will be talking about Is a 'special, kind 

of infounation systan. It is a system developed tq help us learn more 

about' people and about their needs in order that we — as providers' of 

services for pecple — can make an appropriate responsser can h^lp reduce 

or eliminate the needs ithat are found to exist. Needs assesdrtint is 

* * ^ 

not the -process of responding to needs tut rather is the process of 

identifying and 'analyzing needs in such a way that we *can decide if * 
any response or what typq, of response is appropriate on oir part. Thus 
needs assesanent is the prelude to and •the foundation for the program 
developn:^t or^buildd/ig process. ' ' - * . 

A caution is in order. This series, vdiich describes the needs* 
assesgnent process, does not lead one into an "educational" r^eds 
asses^^nent such as is frequently undertaken by ^dation practitioners - 
\fi our" traditionally i^th oriented .dLnstitutionS. They would be look- 
ing at needs such as idie reading level dr the, knov/ledge of history of 
their studenj: body. This series represents, on tte^ contrary, a needs 
as^ssment not iiinited to assessing' pwely eduptional needs, ^dis- , 
crepancies, but one which is focused rather on the very broad donains 
of -human enterprise, 'such as. the quality of interpersonal relatidnships , 
or the quality of civia responsibility within the coitnunity. One 
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could say that vte' are looking at "human" needs rather than "educational 

needs: This position is based on the premise that many problon sit- 

uations exist which do not, on the ejcteirior, have the "tr^ings" of 

* ' \ ^ 

an* educational pfoblon/Ixit^vdiich do have, a dimension that can be appJ^ 
•priat^ly addressed, at least in part, 'By educational programs or^ser- 
jTtces. Conveirsely, those problens vMch do have the "trappings" of - 
educational^ ne^ states may likev^se be. met, and at- times, £h' a more - 
substantive mamer by p ro g miis or seirvices that are not strictly edu- 
catxonal. . ^ 

One other caution is fiiTpor L ant in our discussion. There are two 
,dis€inct levels vdthin vMch an assessnent of needs is afprx^priate. 

9 

First, there is the instructional level in \diich a specific education- 
^ al diagnosis is mMe of persons engaged in gs; about to engage in an ^ - 
education fuajiprogram. Needs assessment at this level is primarily^ 
tool for and" a re^sonsibility^or the instructor. It is antployed to 
iOentify educational needs, and it serves as a basis for' determining 
v^t is to transpire in the teaching-leamiiig environment. Secoid, ^ 
there is the prbgrarmiing lev61 in \ft^ch a general diagnosis is made of 



.ect groijps of persons'. Needs assessment at this level is primarily 



sei^ 



a tool for and a: raspionsibility of ths program develc^^er or administra- 
tor. It is antplcyed to identify^ a^^jotentially broad array of human 
needs, and it serves as a basis for determining Vihether or not "an educa- 
tional program ought to be ,desigried as a partoM or canplete response 
to that need. I^ is the seca^ ievel of needs assesstnent th^' is of 
interest to us in this series of instructional* booklets; namely, n^ds 
as5»sment for program planners. 
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^ . • Purpose of Instructicnai Series 
Two fundanvental purposes are seeh for these instructional booklets. 
First r one- purpose is to assist profegsjonarls engaged in- building edu- 
cational ^piX^grams ta^ adixLts, in conducting quality needs assessments . 
Obviously, nteeds ar|^out there, and it is essential that persons in 
positions of leadership aix3 responsibility have the capability of 
ejctr^cting ^these needs fSm the real world in a valid, reliable and 
xaseful inanner. ^ doing so, prograrrmatic decisicn-^naking will Joe in- 

L V 

formed not only by intuition and eisq^erience but also by inf omnation 
that can te trusted. Second, another equally »iitportant purpose is 

r ■ ^ 

envisioned for these instructional booklets; namely, to assist progtram 



[evelcpers in becaning canfortable with the idea pf needs' assessment. 
Needs assesanent has becane a buzz word of the seventies. As such, a 

mystique has begun to siarrdund the entire process which tends to place 

* * 
all who approach it in a posture of paralyzed awe rather than in a 

posture of dynamic interaction. We. want ycu to reach that level of 
i 

canf ort which will permit you to call upon the needs assessn^t process 

in ^a flexible manner and at those times when you judge it* can best 

/ * • H r 

serve your purposes. ^ 

Needs assessments that will result fron the application of the 
conc^>ts and proces^es'put forward in these booklets will be as varied 
in fom and substance as the field itself. This is both true and can- 
mendable. It is our hope that these materials are so designed -as to 
pennit^no, insure — that variability. Indeed, a needs assessment is, 
in* seme respects, much like tailor-made clothing. It will be good 
only if it fits the wearer, and in the* needs assesai>en}: enterprises 



IntroductoiY Boddet cxntd. ' 8 

of adult education, "one size does riot fit^all". You can make your 
needs assessnvent catprehansive or focused, forma!P^or informal, lengtl^ ^ 
or , abbreviated, costly or inesqjensive^ There are all sizes, shapes and. 
descriptions for there is no one correct needs assessment. The cor- 
rect one is one that builds for you a valid reliable irif ormaticnf base 
fron \^ch progranv development can proceed/ It is oily good or/corredt 
if it does v*jat you want it to do! ] 
Target ftukdience for Instructional Series 

This instructional series is intended for xase by pecple engaged 
in progran planning for adults in such diverse settings as: ccxjpera- 
tive extoisiofi service; colleges and universities; rausfeims; hospitals; 
labor xmions; religious institutions; public elanentary and seccnda^- 
schools; business and industry; correctional institutiojis; propri^ary\ 
and trad^institutUDns; ccnmunity colleges; libraries; professional p^- 
.associations; military; and cannunity 'tervice, health. and welfat'e 
associations. - ^ " ' ..... 

It is for professionals v*o assume quite dissimilar sounding roles 
within the^ institutions such as: Corporation Training Consultant; 
Base^ Training dficer; Dean of Public Service, Adult and Continuij^ 
Education; Director of Qxinunity Service; County Extension Sgent; Staff 
Develo^xnent Specialist for Adult Resource Centers i Director of Mu^t 
Services? Coordinator of Patient Education; Coordinator of Apprentice- 
ship and Training; Union Research Education Director; Director of 
Office of Adult Education; and Coordinator of Religious Education. 

'These indivij^uals ^pid Biese^institutions are united by their ' 
focus: pxrogranming for' adult learners. ' * . . \ 
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* Coitent of Btetruct^onaX Series 
There are five instxuctional bcxDklets' in this sferies^in ack!i3.t£<3ii> 
to the present' one, An Introdaction to Needs^sessmen^ These^'Book- 
lets ,each .contain' an 4Jitrdaactiai consisting of a slice-of -life an^ogy 
to ttie question raised^ . within the booklet, -a highlighting of. the pJ3^- 
pose of 'and ration^i^ &r lifie'BSoI^et and a discission of its relation- 




ship to the. rest of th^pragram'dev^optien process. Thp body of the 
booklet' contains a diScu^ion and. definition of the central cancepts"- 
with aoconpanying ejOT^les, and a review of the major* processes to be 
ijndertaken in the resolution^of - ths question 'addressed, also with il-- 
lustrative exan?)les. A suftwary section highlights the central points 




of instruction and Hel^ establish a linkage with theN^ol^^bwing ^ 

booklet. ^ . r / ' . , 

The five booklets of the needs assessihent process are: 

Booklet 1-: .Dejrettnining What Inf db nation to Collect 
^ • 

Booklet 2; Detejinijiing Where Information Can be FdLmd 
Booklet 3: DetSnoftlnfiLng How Information Can be Gathered 




Booklet 4: DeSermaning Hew to 'Sunttiarize Infoimation 



Booklet 5; determining How to Interpret Information 

These instructiOTal booklets have been presented to you in a log- 
ical sequence as a*planning tool to assist you in making those deci- 
sions central to the needs ^assesane^t undertaking. It is anticipated 
that dfortifX^ by these resources, you will be able to take these 
ixieal^ and Ijtp^^ment them in a tine sequence v*iich may or may not par- 
ailel -tKe logical" i^equence of the instructicaial 'booklets. 



lntroduc±oq:y Bcxiklet contcl. , ^0 

A booklet fomat'was selected to provide you vd.th the latitude to 

'enter, exit and sMp -at 'any point you desire. This was done because 
we have .assunted ti^ there may be t^mes when, it. is advisable and fea- 
sihle to enter tod exit the needs aSsessnvent'prcxress art: various stages. 

*,FQr example, perhaps you have accesslx) an arra.y of data that has just 
been polluted by ^ colleague" in ^our department and you have been 
asked to "see what you can maJce pf it". 'YoQ cculd go directly to book- 
let n\OTber four of the process and begin there with the processing of 
the d&ta, without ccnsulting the previous booklets. Or, perhaps ycu 

# 

have already identified the kaMof information ycu want and you kna;? 
^you are .cotmittfed ta a phone feurvey as the method of data oj)llectiai. ' 
However, you have yet to detinni^ the best sources for your infonna[- 
tion. " Ih'this e\feit, you 'should go to booklet number two and then ■ 
directly to booklet number five. On the other hand, and perhaps ^most 
frequently, there vdll be ^.occasions in vAiifih you will be starting at 
the v^ beginning and progr e ssing through the end of the needs assess- 
irent process. • Vfe reootmend that* even though you think ycu can sk^p 
certain -^bsos as you proceed to inplement the process, you should 
research this "caiefully. It would be better for you to study the t»ok- 
let in question befpre you dianiss the" cperation canpletely. If after 
checking the booklet you ^1 you can bypass- it because of certain 
givens in your situatiais , you have at least avoided seme* potentially 
critical gap in your process. 

Benefits of Instructional Series 
A nurf^er of benefits are expected to result f ran the ijiplenenta- 
tiJh of this progecrt:. First, a series of training materials will have 
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been developed with a high level of validity, reliability and utility 

for a diverse bod/ of practitioners of adult education within our na- * 

tion.. Wherea^inany training materials are develc^^ed fron the exclusive, 

perspective ^ practice in^the field, these training materials will ' 

have bem developed as a result of the interactioi of both theory and 

practice. . A rich theoretical base provides the underpinnings /for the 

model'. Extensive practitioner interaction with the training material^ 

derived fron the^needs assessnent model provides the enrichment and 

^ ' s . 

the reality testing for the training materials. Second, a. vbid. in the 
professional deveic^inent of- adult education program plannijng practi- * ^ 
tioners will have been filled. The most readily^ accessible form whid|^ 
professional development could fake is not through the development of 
graduate level programs of training or even through an elaborate pro- 
gram of ^in-service ^ra^fiing warkshc^5S| but rather through thfi- rej^ 
tively ine^q^ertsive medium of the printed word» These training mater-* 
ials will thus have the potential for iitpacting broad segments of prac- 

i 

titioner groc^^s v^ch mighty otherwise have been unaffected by develop- ^ 
ments in the area of needs assesaient^ Third, the active involvanent 

•v 

-Of practit^Loners on both the grass ^roots level — policy iirplementers — 

^^hd on the highest levels of imstituticnal leadership— policy makers— 

wcaald provide thd ideal m[ix for the innovations in practice proposed 

*witbin the. i^eds assessjnent training materials^ to be fully adcptgd. 

*phis feroad ai$::qption within the field will constitute a major ccntiri- 

hition to the prdfessionalization of practice. 

Thus, this project is ejqpected td result in thfe prejparatiai of ^ 

f 

vali4( re^j^le and useful professional development training materials. 
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which vdll'be readily accessible to all adult education program plan- 
ning practitioners and \*ich will have a high prcibability of being 
broadly adc^>ted by the'fieid. "The ultimte benefit ^11 be the coitri- 
twtion of the projeqj: to^the'improvanent of the quality^of life for 

3 

♦ * 

individuals, institutions ar^ canttunities. 

• . * Sunnary . 
This series of booklets* is designed to fill a void in the needs 
" assesanent literate aimed ^toward the adult educatiai program planner.* 
* The needs agsesaneit literature specifically, written for assessors has 
'been deficient in two respects: first, little *or no di;rection on in- * 
formation identification, locationr*ccjJ.ectian) .processing and inter- . 
pretation and; seccaid, few allcwanqfes for tl^ diversity of contexts and 
institutional settings in whidi assessors- find themselves. 

*We will provide you with the planning tools for effectively con- 
ductzng a needs assessment. VTe cannot give you answers for your needs 
assesanent, ^fcut we can hel^,.-y6u f ind the answers which are best for^ 
yoa. These mateg j^l e-'^^re pot an end in themselves — they are a means 
-"fo an ^nd. Each basic decision should be faced before you * jiznp ahead 
and find yourself overwhelmed by the needs assessmer^process . Ne^ 
assessn>ents are not simple. But they -can be^irf. certain definitive / 
steps, are taken. To be effective and provide you with'^ valid' and 
reliable jprogramttihg base, c^re must be taken at each step in the , 
process. Good luck as you begin. 



